
DBS/EBS WellSky: Do I create a Call Record?

Do not create a new call 
record. 

Open the client’s most recent Call 
Record, make updates to the call 

topics screen including time, and add 
new Call Record notes, if applicable.

Did you interactwith a client/potential 
client/authorized rep via phone, email, 

letter, or virtual/in-person meeting?

No, I am just working on the case. 
For example, researching, writing 

advocacy letter, etc.

Yes, and benefits-related 
information was exchanged.

No, I connected with other 
individuals or agencies while 

working on the case.

No, I attempted to contact the 
individual, but did not reach them.

Create a new call record.

NOTE:  Multiple contacts on the same 
day for the same client should be 

combined into a single call record for 
that day. 

Yes, it was a contact, but we did not 
discuss any benefits-related info.

Was it a first OR final attempt to 
connect with a potential NEW

client?
Yes.

No, this was an attempt to reach an 
EXISTING client.

Was this contact the final of multiple 
unsuccessful attempts to reach the 

existing client?

Yes.

No.

No, this was a second or  
subsequent attempt, but 
NOT the final attempt to 
reach a potential NEW 

client. I’ve already created 
a call record the first 

attempt.

Start here


